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Students transitioning from elementary to middle school face a
unique set of challenges. These students are coming from the comfort
of having one teacher and one classroom, to the departmentaliz ed
setting of the middle school There they may have up to seven
different teachers, classes and classrooms. This new situation forces
them to call upon certain organizational skills which may be different
from those utilized in past learning situations. The Study Skills
Handbook was designed to aid students with this unique transition. It
provides students with an overview of basic skills practicing teachers
deemed important for success in their classroom. Sections are
included to help students when reading for information, taking tests,
taking notes, doing homework, and organizing their materials.
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CHAPTER 1
Background of the Project
Introduction
Successful students seem to have a firm grasp on basic study
skills needed for learning both in and out of school (Dreilinger, 1992).
There are certain skills that students will need to possess for
efficiency in any work they attempt for the rest of their lives. For the
purposes of this project, those skills include: Reading for Information;
Test Taking; Note Taking; Homework; and Organization of Materials.
Once learned and applied, these skills can help students perform at a
higher level and gain more success and efficiency in school
Students transitioning from elementary to middle school are in a
)

unique situation These students are moving from the comfort of one
classroom and one teacher, to the departmentalized setting of the
middle school. While a certain lack of basic study skills may have not
posed a problem in elementary school, the scheduling, potential for
seven different teachers and greater demands of middle school, high
school and perhaps college make study skills mandatory for success.
The Problem
Students at the middle level are coming from all different
directions, levels, and school settings. Teachers cannot assume that
students have had proper introduction to skills they will need for
success in different classes. Every student, therefore, no matter what
level, will benefit from added instruction regarding basic study skills.
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Students with little familiarity will gain new knowledge, and students
with a firm grasp of study skills will benefit from practice and
application of these skills.
Purpose of the Project
The purpose of this project was to collect information toward
aiding elementary students transitioning into middle school, and
compile it into a study skills handbook Teachers and students will be
able to use the handbook as a resource. All activities, lessons and
suggestions designed to help students improve their study skills will
be located in one place.
The ideas proposed in the handbook will be utilized in the
classroom during the 1996-1997 school year. The basic study skills
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will be implemented across the curriculum and modified to meet the
grade level and needs of the students. The study skills handbook is
intended to be shared across any grade level or school which deems
them useful.
Conceptual or Substantive Assumptions
Certain assumptions have been made about the importance of
study skills. When students possess certain study skills, they find
success in school. Study skills should be taught along side of other
skills across the curriculum. Students must be taught certain skills;
teachers may not always assume that they will come to class already
possessing the needed skills.
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Importance of the Project
Students transitioning from elementary to middle school face
many different organizational situations than they have ever been
called upon to handle before. The students are coming from many
different backgrounds and skill levels, and therefore must be brought
to the expected study skill level of the teacher. If the teacher is going
to ask students to become fluent with certain study skills, these skills
must be taught, and practiced. Teaching and practicing will help
ensure that the students are no longer having to think about which
skills to use; they may simply concentrate on the task at hand
Definition of Terms
Middle level. Students that are transitioning from elementary to
)

middle or junior high school.
Middle School. For the sake of this project, middle school will
be defined as students in grades 6-8, or junior high school, grades 7-9.
Scope and Limitations
This project was designed for the use of students, teachers and
parents at upper elementary and middle school level The activities
have been created and modified for the specific age level described
above. Some of the ideas may be helpful for students of different ages
if they are modified for such use.
Organization of the Remainder of the Project
A review of related literature comprises Chapter 2. Chapter 3
contains the procedures used in the project Chapter 4 consists of the
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study skills handbook portion. The project concludes with Chapter 5,
which ends with the summary, conclusions and recommendations.
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CHAPTER 2
Review of Related Literature
Introduction
Successful students seem to have a firm grasp on basic study
skills, along with the ability to use this knowledge in many situations
(Dymkoski, 1996). Although success can be defined in many different
ways, certain similar measures are often revealed in the literature.
Many practicing educators measure success by how high a child1s test
scores and grades are (Loranger, 1994). These measures may seem
flawed, and subjective, and yet they have been used as indicators of
success in the classroom (Wood, 1985). Teacher observation and
checklists for evaluating student performance also play a role in
defining student success (Wood, 1985). Successful students are active
and eager learners that not only take part in class, but use what they
have learned to apply to other situations (Day & Erksnin, 1994).
There are many study skills students may generally utilize for
successful learning which include the skills labeled as: Reading for
information; Test taking; Note taking; Homework; and Organization of
materials. Each of these study skills can be broken down even further,
into sub-skills.
Study skills are taught most effectively in context, not isolation
(Papasedero, 1996). The literature suggests that a student is not best
served in study skills instruction by a workbook lesson on the art of
note taking (Simpson, 1984). Teaching skills in context makes
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learning more relevant, and gives the student more of an opportunity
to be able to generalize the skill (Clemmons & Laase, 1995). Students
have the ability to learn by knowing how to remember, think, and self
motivate (Loranger, 1994).
Reading for Information
The ability to read texts and other materials and to apply their
content is a vital skill Reading comprehension is one of the most
important skills a student must master (Clemmons & Laase, 1995).
Effective reading is effective information gathering (Loranger, 1994).
There are an abundant number of different skills utilized when
reading far information. One such skill suggested by Hoover and
Rabideau (1995) involves webbing. New information is combined with
old information the student has mastered The web is built around
one central theme, and actually branches out to incorporate new
knowledge obtained during instruction. One benefit of the semantic
web is its ability to provide a visual representation of new concepts
(Hoover & Rabideau, 1995). Figure one shows an example of a web
developed around basic study skills.

)
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Figure 1
Study Skills Web

Note taking

Study Skills

Test taking

Reading for
information
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Another way to produce aware readers, is to have students
underline any words they do not recognize as they are reading
(McCabe, 1982). This process serves to cue the brain and remind the
reader to access the meaning of the word at a later date. Once the
brain has cued into the word multiple times, the reader will become
curious enough to ask anyone - a parent, a teacher, or even a
dictionary, how to pronounce the word, and what it means. Another
solution the brain will apply is to suddenly come up with the meaning
and pronunciation of the word As good readers develop, their minds
have the ability to mentally underline words to cue the computer brain
(McCabe, 1982).
Clemmons and Laase ( 1995) teach their students how to
comprehend what they read by modeling their thinking process out
loud with the students. They begin by introducing a list of strategies
they want their students to utilize when reading for information A list
of these strategies can be found in figure 2.
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Figure 2
Strategies Proficient Readers Use
(Clemmons & Laase, 1995)

Before Reading:
O Look at the title, author, and pictures and think about what I already know about the
topic or story
O Based on these items, I make predictions about the story before I start reading

While Reading:
O I stop and ask myself questions about the text, and look for answers to the questions
O Throughout the story, I guess or predict what will happen next, check my predictions,
revise them, and make new ones
O As I read, I think about how something in the text is like something I already know
D If the text doesn't make sense, I reread those parts. I think about what the words
really mean
O When I come to a new word, I try to figure out what it means. I use words around it, or
read on and use the test to figure it out
O I sometimes stop to check my understanding by retelling the part of the story I've just
read If I can't retell it, I reread it
O I make pictures in my mind of what I am reading. I visualize the characters, the
settings, and the events

After Reading:
O I summarize or retell the important things in the text
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Test Taking
Good test taking skills are vital for students in any grade.
Providing students with the necessary skills to prepare for and be
successful during examinations gives them the tools for real life
situations. The process of taking a test can be broken down into three
parts. First, the student studies for the test. Second, the student
completes the examination Finally, the student must turn in the
completed test. Figure 3 gives students a one page checklist to look
through before each test

Figure 3
For Test Day

1. Be early to avoid feeling rushed (Churchill, 1989) and to have time to get comfortable

(Kesselman-Turkel & Peterson, 1981).

2. Make sure your body is well rested and nourished An empty stomach can be very
distracting (Churchill, 1989).

3. Bring needed materials:

O Pencils

0 Sweater

0 Pens

0 Watch

O Paper

O Textbooks

4. Listen to all oral directions. The teacher may add more to the written directions
(Churchill, 1989).
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5. Read all written directions before beginning the test (Churchili 1989).

6. Ask for clarification of any directions you do not understand (Harris).

7. Read every test question before beginning, jotting down notes about answers as you
go along (Harris, date not available).

8. Answer the questions you know first (Churchill). It is not necessary to complete the
test questions in order.

9. Budget your time, keeping in mind how many points each item is worth (KesselmanTurkel & Peterson. 1981).

)

10. Take an educated guess, looking for clues in the question or previous question
(Churchill, 1989).

11. Before you tum in the test, double check to see that you've answered all the
questions (Kesselman-Turkel & Peterson, 1981).

12. Check to make sure that your name is on eve-ry page of the test (Kesselman-Turkel &
Peterson, 1981).

Studying for a test can be an agonizing task for an unprepared
student Some students do not even know where to begin their
studying. According to Dreilinger and Kerner ( 1992), the two most
important skills utilized in test preparation are time management, and
review of material to be covered during the test A major
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misconception of students is that they should begin their preparation
the night before a test is scheduled. By beginning with the test date
and working backwards to the present date, students can break their
study time into smaller sub-tasks (Evers & Bursuck, 1995 ), which are
not as overwhelming.
The literature indicates several ways to make study and review
for tests successful. Students must be called upon to take an active
role in class, in order to determine important information which may
be found on a test (Dreilinger & Kerner, 1992). One important way to
figure out how to study for a test is for the student to ascertain what
kind of test will be given The type of studying will be determined by
the type of test given (Kesselman-Turkel & Peterson, 1981). Studying
for an essay test, for example, would require the student to have a
broad knowledge base about a topic (Churchill, 1989). For tests which
include matching, short answer, fill-in-the-blank and true/false
questions, the student will be called upon to memorize many facts and
details (Kesselman-Turkel & Peterson, 1981).
Much studying for tests includes memorization of lists, dates,
and other information There are many techniques students can
utilize to facilitate recall of information during the actual examination
One such method is the use of the mnemonic device. To use a
mnemonic device when memorizing lists, students take the first letter
of each word on the list and make it into an acronym. For example,
when students are asked to remember the names of the Great Lakes,
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they simply use the acronym HOMES to cue their brain to remember
Huron, Ontario, Michigan, Erie and Superior (Wise & Marcum, 1988).
Another way to utilize this technique is to form an easy-to-remember
sentence using the first letters of the items the student needs to
remember. For example, in music class, the student may be required
to learn the order of the notes in the treble clef. The order from
bottom to top on the staff lines is: E, G, B, D, F. Traditionally,
students have used the sentence "Every good boy does fine 11 to
remember this order. Jensen (1995) points out that the brain thinks
by recognizing relationships and indexing information. This may
explain why it can be easier for students to remember an entire
sentence than to memorize five letters.
Another way to promote success while taking a test is to make
sure that the body is physically prepared. The brain needs nutrients
to function at its highest capacity. Is also needs plenty of water and
rest (Jensen, 1995). Maslow contended that physiological needs such
as food, water and sleep must be met well before any cognitive needs
will be addressed (Grant, 1989). The implication for one student that
stayed up all night studying and skipped breakfast, as opposed to the
one that went to bed early, ate a complete breakfast, but studied less,
may be that the latter will perform better on the examination.
During the test, there are some hints practicing teachers give to
their students. First of all, students should read all directions entirely
before starting the test (Harris, date not available). There is no use
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plunging into a test, quickly completing all answers, then realizing
that directions required the selection of three questions with
thorough responses. The student should read all the questions on a
test before beginning as well (Churchill, 1989). Perhaps the question
the student was most concerned about remembering the formula for is
the last one. The student should complete that question while the
formula is still fresh in his/her mind (Harris). This also aids the
student in time management Are there some questions at the end
which comprise a larger percentage of the grade? The student should
be sure to spend more time on those than the ones worth only one
point (Kesselman-Turkel & Peterson, 1981).
Teachers play a crucial role in the actual environment of the
testing situation. Teachers control the tone of their voice, the tempo,
content, and expectations. Research concluded that students taking
tests with light classical music playing in the background performed
better than students taking the tests in silence (Jensen, 1995).
Students can take control of the environment as well, by choosing a
seat with plenty of light, or planning ahead for climate changes by
bringing a sweater (Kesselman-Turkel & Peterson, 1981).
The steps a student completes before turning his/her test in
may make a difference in the grade. The student should utilize extra
time to proofread the test, looking for agreement between answers.
Sometimes a question is asked multiple times in different ways
throughout the test. Students should be careful, however, to not
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change answers unless they are positive the answer is wrong.
Research indicates that usually one's first guess is more accurate than
the new answer (Wise & Marcum, 1988).
Note Taking
One of the major tasks of students as they grow older in schools
is to take notes about what they read. A fantastic way for students to
be introduced to note-taking skills is through modeling. Clemmons
and Laase ( 1995) found it helpful to take their students through the
note-taking steps while actually performing the task out loud They
emphasized the following about note-taking: Notes should be short,
and cover the important material The student should be sure to use
his/her own words when taking notes. The paragraph is re-read and
the topic is written down to facilitate better organization. The
author's exact words are never used
Students are also called upon to take notes about the lecture the
teacher is presenting during class. This can be difficult for the visual
learner if at least some of the information is not written down on the
overhead or board This may include an outline of the lecture,
preferably in hard copy so the students can take notes directly onto
the paper. It may include a vocabulary list so that the students do not
miss half of the lecture while trying to decide haw to spell a word
Homework
Most students, from the beginning of their school experience,
will have some sort of homework assigned to them. Students are
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responsible for their own achievement when it comes to homework
(Dreilinger & Kerner, 1992). They are no longer under the watchful
eye of the teacher, and therefore must be self motivated to complete
the tasks before them This is not to say that students cannot use
strategies utilized by their teachers and parents which helped them
succeed.
Where a student studies is a crucial part of ensuring his/her
success. A place should be chosen that is far away from the
distractions of life, such as the television, telephone and traffic. The
area should contain proper lighting and work space. It should also
already contain the materials necessary for studying. Students should
not have to spend valuable study time searching for pencils, pens,
scissors and paper (Dreilinger & Kerner, 1992).
Another way to maximize study time is to establish a homework
rhythm (Dreilinger & Kerner, 1992). Some students may find it
easier to begin studying immediately after arrival home from school
Others need time to unwind, catch up with family members, and have
dinner before beginning to study (Garman & Brown, 1990). Either
way, it is important to prioritize when scheduling activities during
study time. The most difficult tasks should be completed early, while
the student is fresh. Utilizing a checklist to prioritize assignments
serves as a reminder of what remains to be completed It also
provides students with positive reinforcement to see all of the
completed i terns checked off (Wise & Marcum, 1988).
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Organization of Materials
Organization of materials in order for later access is vital to the
success of students. Not only does this skill improve a student's
grades, concentration level and productivity, this is another skill the
student will utilize for the rest of his/her life. Students are
responsible for keeping track of which assignments are due when, and
which materials and books are needed for home use.
A good calendar provides many clues to a student One such
calendar, a comprehensive calendar, provides students with different
sections to fill in every week. Students keep track of the date, the
work that needs to be done, and an approximation of how long it will
take to finish the assignment (Hildreth, Macke, & Carter, 1995). Not
only is this calendar useful for the week in which it was prepared, but
it can also be kept as a reference. Students can access it to refresh
their memory about how long it took to complete an assignment For
this reason, it would be helpful for the student to keep track of how
long the assignment actually took to complete.
The rush to pack up belongings and catch the bus at the end of
the day does not always provide students with the adequate amount of
time to gather materials needed for homework completion (Dymkoski,
1996). The sensitive teacher will post the homework schedule along
with a list of needed materials necessary to complete the assignment
well The student, then, may add a section to his/her comprehensive
calendar where materials needed can be listed
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Students must have an organizational system in place for their
notebooks. When a teacher can ask his/her students to get out the
previous days assignments, and everyone can do this, teaching time is
prolonged Students should be taught how to create tabbed notebooks
with sections appropriately labeled Papasedero ( 1996) points out that
students will often have finished homework, but without a certain
place to store it, may not be able to locate it and turn it in for credit
This is especially vital to students from middle school and older,
because they may have as many as seven different teachers and classes.
The ability to access information quickly condenses transition time,
and cuts down on student frustration as well as missing assignments.

Summary
Study skills are vital to the success of any student These skills
continue to be important throughout the life of a student Teachers
cannot assume that students will be entering their classroom with a
solid set of study skills. When we set expectations, it is up to us to
teach students how to reach those expectations. Many educators may
feel that infusing study skills education into the regular education
curriculum is a waste of time and effort. Quite the contrary; students
that are prepared to meet the challenge will be ahead of time
schedules because they have the ability to access the curriculum,
utilize their time wisely, and be prepared for class.
Many study skills are utilized for successful learning in and out of
the classroom Students will be called upon to use their knowledge of
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reading for information, test taking, note taking, homework and
organization of materials to be successful in school As educators,
during the middle school years we can provide students with the
necessary basics to foster success for our students for years to come.

\
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CHAPTER 3

Methods and Procedures
The purpose of this project was to review the literature and
interview professionals in the field of education (See Appendix A) to
determine prevailing practices and proven techniques for teaching
study skills. The emphasis of the project was placed on aiding
students leaving the elementary school to attend middle school to ease
their transition
The type of research that was utilized in this project was survey
or descriptive research. Information regarding the use of study skills
in the public schools was gathered using questionnaires, interviews
and a literature review. Studies concerned with the relationship
)

between a knowledge of basic study skills, the ability to access such
skills for use in school, and the success rate of students were
examined Although the focus of the project was students
transitioning into middle school, much of the research was about a
general population utilizing skills for success in school.
This project was designed to be used during the 1996-1997
school year in an elementary classroom. Although the exact location
has not been determined, the handbook can be modified to be used
with any students in some way. Without modification, it is designed to
be used with students from the beginning of the year before they
transition into middle school. The educator will use the handbook
portion of the project across the curriculum, not necessarily as one
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unit specifically to teach only study skills. By using it from the
beginning of the year, students can be expected to have
basic skills to access throughout the entire school year, and into
middle school
The Study Skills Handbook is designed to help any teacher that
is interested in making basic study skills instruction be part of any
curriculum taught in the classroom Any teacher that wishes to have
access to it will also be called upon to help refine anything that does
not work, or could work better. For that reason, anything contained in
the handbook portion could be changed, revised and refined to make
it more effective for students.
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Study Skill Checklist
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Read each statement below, and consider how it applies to you. If it
does apply to you, check Y. If it does not apply to you, check N. The
purpose of this inventory is to find out about your own study habits and
attitudes.

1.

o Yo N I spend too much time studying for what I am learning.

2. O
3.

Yo N I usually spend hours cramming the night before an exam.

o Yo N If I spend as much time on my social activities as I want to,

I don't have enough time left to study, or when I study enough, I don't
have time for a social life.
4.

o Yo N I usually try to study with the radio and TV turned on.

5.

o Yo N I can't sit and study for long periods of time without

becoming tired or distracted
6. O Y O N During class I usually doodle, daydream, or fall asleep.
7. O YO N My class notes are sometimes difficult to understand later.
8. O Y O N I usually seem to get the wrong material into my class
notes.
9.

o YO

NI don't review my class notes periodically throughout the

semester in preparation for tests.
10.

o Yo N When I get to the end of a chapter, I can't remember

what I've just read
p-1

p-2

11. O YO N I don't know how to pick out what is important in the
text.
12.

o Yo NI can't keep up with my reading assignments, and then I

have to cram the night before a test
13.

o Yo N I lose a lot of points on essay tests even when I know the

material well
14. O YO N I study enough for my test, but when I get there my mind
goes blank.
15. O YO N I often study in a haphazard, disorganized way under the
threat of the next test
16. O YO N I often find myself getting lost in the details of reading
and have trouble identifying the main ideas.
17. O YO N I rarely change my reading speed in response to the
difficulty level of the selection, or my familiarity with the content
18. O YO N I often wish that I could read faster.
19. O YO N When my teachers assign papers I feel so overwhelmed
that I can't get started
20. O YO N I usually write my papers the night before they are due.
21.

o YO

NI can't seem to organize my thoughts into a paper that

makes sense.

If you have answered 11yes11 to two or more questions in any category,

look at the study skills information contained in this handbook for
those categories.

p-3

Reading for Information

p-4

Five Reading Myths
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Myth 1: I have to read every word
Many words that you read will have little relevance in your study. They
will slow your reading down, and make you less able to comprehend
what you are reading.

Myth 2: Reading once is enough
Skim once as rapidly as possible to determine the main idea and to
identify those parts that need careful reading. Reread more carefully to
plug the gaps in your knowledge.

Myth 3: Machines are necessary to improve my reading speed. The
best and most effective way to increase your reading rate is to
consciously force yourself to read faster. Practice makes perfect!

Myth 4: If I skim or read too rapidly, my comprehension will drop.
Many people refuse to push themselves faster in reading for fear that
they will lose comprehension However, research shows that there is
little relationship between rate and comprehension. Some students
read rapidly and comprehend well, others read slowly and
comprehend poorly. Whether you have good comprehension depends
on whether you can extract and retain the important ideas from your

p-5

reading, not on how fast you read

Myth 5: There is something about my eyes that keeps me from reading
fast
This belief is nonsense too, assuming that you have good vision or wear
glasses that correct your eye problems. Usually it is your brain, not
your eyes, that slows you down in reading. Your eyes are capable of
taking in more words than your brain is used to processing. If you
sound out words as you read, you will probably read very slowly and
have difficulty in skimming and scanning until you break this habit

p-6

Reading
(Laverdiere, S. 1996)

Many students open their books, read until they finish, and are
convinced that their concentration, comprehension, and speed are
poorer than everyone else's. Students need to recognize that reading
may be the most demanding work they do in school.

D Try getting into the material more often but for shorter periods of
time.
D Why? Because some students may only read for 20 minutes
without losing concentration. Also, learning is improved by changing
tasks each hour, spreading the work over time, and dipping into it
more frequently.

D Try reading groups of words at a time and without mouthing them.
D Why? Because your brain can read faster than your mouth and
more than one word at a time. Speed and comprehension will
increase if you read in meaningful phrases.

D Try establishing a context by beginning with an overview of the
material; this will improve comprehension and retention
D How? Read the introduction, headings, charts, graphs,
diagrams, conclusion, and summary, then take a minute to think

p-7

about the material before beginning to read in depth.

O Try reading with a purpose: to answer questions and to note the
answers (the most important points) where they occur.
O How? Establish a list of questions--from questions at the end
of the chapter or by turning the headings into questions--and read to
answer these. Put ticks in the margins when you think you've found
answers. Take one more run through, focusing on the ticks in the
margin and now deciding which are the most important points.

O Try setting your text up so you can study effectively from it
O How? Write your questions in the margins, opposite the
answers. Regularly review the material by covering the page and
answering the questions.
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Strategies Proficient Readers Use
(Clemmons & Laase, 1995)

Before Reading:
O Look at the title, author, and pictures and think about what I
already know about the topic or story
O Based on these items, I make predictions about the story before I
start reading

While Reading:
)

O I stop and ask myself questions about the text, and look for answers
to the questions
O Throughout the story, I guess or predict what will happen next,
check my predictions, revise them, and make new ones
O As I read, I think about how something in the text is like something
I already know
O If the text doesn't make sense, I reread those parts. I think about
what the words really mean

o

When I come to a new word, I try to figure out what it means. I use

words around it, or read on and use the test to figure it out
O I sometimes stop to check my understanding by retelling the part
of the story I've just read. If I can't retell it, I reread it

)

O I make pictures in my mind of what I am reading. I visualize the
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characters, the settings, and the events

After Reading:
O I summarize or retell the important things in the text
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Skimming a Difficult Book
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Any book intended for the general reader can be understood if
you approach it in the right way. What is the right approach? The
answer lies in one important rule of reading. You should read a book
through superficially before you try to master it

Look first for the things you can understand and refuse to get
bogged down in the difficult passages. Read right on past paragraphs,
footnotes, arguments and references that escape you. There will be
enough material which you can immediately grasp. Even if it is only
50 percent or less - that will enable you to understand the book in
part.

Skimming:
A variation on the method of giving a book a first superficial
reading is the technique of skimming. You will never get from
skimming what reading and study can give you, but it is a very
practical way of dealing with the mass of books available to you. By
skimming you can get, often with surprising accuracy, a general sense
of the contents of a book.
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For skimming or reading, the following steps are a good way to begin
giving a book the once-over.

1. Look at the title page and preface and note especially the

sub-titles or other indications of the scope and aim of the book
or the authors special angle.
2. Study the table of contents to get a general sense of the book's
structure; use it as you would a road map before taking a trip.
3. Check the index for the range of subjects covered or the kinds
of authors quoted. When you see terms listed that seem crucial,
look up the passage. You may find the key to the authors
approach.

Now you are ready to read the book or skim through it, as you
choose. If you vote to skim it, look at the chapters which contain
important passages or summary statements in their opening or closing
pages. Then dip into a page here and there, reading a paragraph or
two, sometimes several pages in a sequence. Thumb through the book
in this way, always looking for the basic pulse beat of the matter.
One word of warning: If you use this approach and start to skim
through a book, you may end up discovering that you aren't skimming
it at all. You are reading it, understanding it and enjoying it When you

put the book down, it will be with the realization that the subject
wasn't such a tough one after all.
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Personal Reading Improvement
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

1. The Basic Program -

(a) Two or three times a day, read something you enjoy for 1520 minutes without stopping. Time yourself to within 30
seconds.
(b) Record your reading rate and chart your progress. Recording

and charting are essential if you wish to make real progress.

2. Speed - Push yourself gently as you read If your mind wanders, get
it back on track.

3. Vocabulary- Wait until you've finished reading to look up unfamiliar
words, underlining them in pencil as you go. (If you stop, you11l reduce
your level of comprehension)

4. Comprehension - To improve comprehension, recite the chapter
after closing the book. See how many specific details you can recall.
The more you interact with your text, the more you'll recall.
Recollection and comprehension require a vigorous approach.

5. Practice - twice a week for an hour.
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6. Rate Goals - set reading rate goals for yourself. A 10% increase in
your reading rate over the previous record is a good rule of thumb.

7. Skimming & Scanning - find an interesting newspaper column or
magazine article. Rapidly read the article, sampling just the first
sentence or two of each paragraph and a few key words. J at down all
the facts you can remember. Then re-read the article slowly, giving
yourself a point for every item you can recall
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Survey, Question, Read, Recite, Review (SQ3R)
A Reading/Study System
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

SURVEY - gather the information necessary to focus and formulate
goals.
1. Read the title - help your mind prepare to receive the subject

at hand
2. Read the introduction and/or summary- orient yourself to how
this chapter fits the authors purposes, and focus on the authors
statement of most important points.
3. Notice each boldface heading and subheading - organize your
mind before you begin to read - build a structure for the
thoughts and details to come.
4. Notice any graphics - charts, maps, diagrams, etc. are there to
make a point - don't miss them.
5. Notice reading aids - italics, bold face print, chapter objective,
end-of-chapter questions are all included to help you sort,
comprehend, and remember.

QUESTION - help your mind engage and concentrate.
One section at a time, turn the boldface heading into as many
questions as you think will be answered in that section The better the
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questions, the better your comprehension is likely to be. You may
always add further questions as you proceed When your mind is
actively searching for answers to questions it becomes engaged in
learning.

READ - fill in the information around the mental structures you've
been building.
Read each section (one at a time) with your questions in mind
Look for the answers, and notice if you need to make up some new
questions.

RECITE - retain your mind to concentrate and learn as it reads.
After each section - stop, recall your questions, and see if you
can answer them from memory. If not, look back again (as often as
necessary) but don't go on to the next section until you can recite.

REVIEW - refine your mental organization and begin building memory.
Once you've finished the entire chapter using the preceding
steps, go back over all the questions from all the headings. See if you
can still answer them. If not, look back and refresh your memory, then
continue.

REMEMBER: THE INFORMATION YOU GAIN FROM READING IS
IMPORTANT. TRAIN YOUR MIND TO LEARNIII
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Survey, Question, Sumrna:ry (SQS)
An adaption of SQ3R
(Wise & Marcum, 1988)

Survey: Survey is like a road map which reveals a tremendous amount
of information about where you will be traveling even before the trip.
Survey is the road map for a textbook. The following is a list of exit
signs that guide you to the right location:

O Book Title - what class you're in
O Table of contents - what is contained in each chapter
O Index and Glossary - how to locate subjects or meanings of
words
O Major headings - what region you're in
O Bold type - clues to new information/test items
O Numbered lists - may be on a test
O Charts and Graphs - display information in different format
O Picture captions - explains the point of picture or cartoon

o

Italicized words - important things to pay attention to

O Chapter summaries - tells what chapter was about

Questioning: Questions and their answers are worded similarly, so you

)

should try to visualize the wording of the question as you search for
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the answer. The index will direct you to the page, and bold type and
italicized words will direct you to answers.

An example: You have gone to a Chinese Restaurant with your parents,
but hate Chinese food. You wanted hamburgers and fries. You are
unable to read 11 Moo Goo Gai Pan11 , but can read "hamburger and fries."
You scan the menu, ignoring what you cannot read, see the words
"hamburger and fries," able to find the words you visualized.

Summary: The final step is to summarize what you have read. The
more orderly and organized your summary, the more likely you are to
remember later.
)

)
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How to Read and Remember
(Fry, R. 1989)

Read one section or chapter at a time, and do not go on to the next
until you1ve competed the following:

1. Write definitions of any key terms you feel are essential to

understand the topic being covered.

2. Write questions and answers you feel clarify the topic.

3. Write questions for which you don1t have answers, and make sure
you find them through re-reading, further research or asking another
student or teacher.

4. Even if you still have unanswered questions, move on to the next
section and complete numbers 1-3 for that section

Do this until your reading assignment is complete.

)
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Test Taking
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Learning and Remembering
(Laverdiere, S. 1996)

Most students express a wish to be more efficient in their studies.
Knowing how your brain takes in and processes information, and then
working with this system, will greatly improve your efficiency.

O Try taking a break of 10 minutes for every 50 minutes of work; this
will help you retain information.
O Why? Because learning does not occur by simply stuffing
material into short-term-memory. Learning occurs when what you put
)

into short-term-memory connects with what you already know, which
is stored in long-term-memory. This connection occurs naturally, and
you experience the peak of your learning when you stop inputting and
relax.

O Try reviewing your notes at the end of the day, giving 10 minutes
for every hour of new material you took in and want to retain.

o

Why? Because research has shown that if you don't recall or

review or work with what you have learned on a given day, within 24
hours you will forget 50 - 80% of it

O Try reviewing your notes at the end of the week, giving 5 minutes
to each hour of material for that week, then giving the same material

p-21

2-4 minutes of review at the end of the month.
O Why? Because the Curve of Forgetting indicates that these
reviews are also required to be able to remember and produce
something. If you pay attention to the daily and weekly reviews, the
monthly ones may be taken care of in the course of studing for big
tests.

O Try changing subjects or tasks every hour.
O Why? Because the brain does not easily assimilate the same
or similar material hour after hour. This means that, when studying,
you might read for an hour then do questions for an hour. This also
means that anything you want to learn and remember should be
started early and done over many nights.
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What needs to be studied?
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Here is a checklist to follow as you are preparing for the exam.

1. O Make a list of the required reading and optional reading that you

have yet to do.

2. O Look over your lecture notes. What notes are missing, and which
notes do you need to review?

3. O What other assignments, lab problems, or homework need to be
looked over? Write this all down.

4. O With this information, make decisions about the reading and
assignments not yet completed based on your assessment of what the
test will cover.

5. O If you have large amounts or material to cover and little time,
you must cut corners on your studying. Perhaps eliminating reviewing
lecture notes if they are not too important, skimming the textbook
instead of word-by-word reading, reading chapter summaries to pick
up key points, memorizing key terms and skipping lesser facts.
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6. D Begin by knowing what will be on the test. Then make your
decision on what to study and what to skip.
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Plan your study time
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

1. Determine how many days you have before the test

2. List any obligations such as classes, labs, and other commitments
which cannot be put off. Total the remaining time which is your study
hours.

3. If there is too little time available, look for "hidden times, 11 such as
time between classes, time to and from school, etc.

4. Be sure to schedule in time for nutrition, social activities and study
breaks.

5. Allow yourself some time to unwind.

6. Use a Things To Do list or Weekly Schedule to help you plan and
organize study time.
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Quiz Yourself
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Look over the subject

O List all topics sure to be a part of the test
O List important sub-topics for each.
O Survey or skim all the materials to be covered, checking
those to be studied in-depth.
O Read or reread all materials not understood; use a specific
purpose when reading.
O Ask questions over those ideas from different viewpoints.
O Orally recite or write answers.
O Memorize those facts or ideas most needed.

Make exam questions:

Develop your own exam questions to help you think actively about the
material and to decide on the importance of each piece of information
and how it fits into the overall scheme. When you test yourself on
these questions, you are getting practice in taking the exam. Your
questions may not be exactly like the teacher's, but they'll help you to
handle the material more confidently.
Suggestions:
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O Write test questions when you first read the material.
O Write questions appropriate to the subject and like
those expected to be on the test
O Develop objective-type questions appropriate for test
content.
O Short essay questions are particularly useful because
they challenge your thinking and are not hard to write. A
small number can cover one large section
O Recite your answers orally if you need to save time.
O Write brief outlines.

_)
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Flashcards
(Fry, R. 1989)
Use flashcards as a memory aid when preparing for an exam. They are
excellent tools to learn specific facts such as vocabulary, formulas,
equations, definitions, dates, names, etc.

Use flashcards to learn general principles such as main ideas on a
given topic, lists of characteristics, cause-effect relationships, or
categorizing groups of items.

Coding flashcards by text page or lecture date will help you verify the
information source. Coding by topic or subject may test your
understanding and expand the use of the cards during review.

Suggestions:

a

Prepare the cards well in advance of the test date.

a Review cards often for short intervals of time. Carry them
with you to class.

a

Spend the most time studying the cards you don't know.

a When learning cards for the first time, break them up into
small groups. Learn one group at a time and review all the cards
fom time to time.
a Sort cards by topics or relationships to keep the overall

)

curse organization in mind
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O Think of a question you believe will be on the exam and sort
through the cards for the answer. This will help you retrieve
information from different points of view.

o

Shuffle the cards frequently to avoid learning them in a

certain order.

)
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Knowing the Form of the Test
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Knowing the various aspects of the testing situation is valuable in
deciding what to study. This includes knowing how much detail to
study, and what level of learning you should do. Ask the teacher, the
teacher's assistant, fellow classmates, or former students.

1. What kind of test will it be? Objective, short answer, essay, multiple

choice, or a combination?
• Objective tests will necessitate learning specific facts and
being able to recognize answers.
• Subjective (essay) tests require an overall understanding of the
material with less emphasis on learning specific facts, although
knowing specific information is important.

2. How many items will be on the test?
• Knowing the number of items to be asked in proportion to the
amount of material to be covered gives an indication of the
extent of coverage.

3. How much time will you have to process the test?
• Compare the number of questions to be answered to the

_)

amount of the time available on the test This will tell you

p-30
whether you will have to recall information quickly or you can
take more time to think about answers.

4. What is the relative importance of course requirement? Will text
material be covered more heavily? Will lecture notes be on the test?
Will lab experiments be covered on the test, etc.?
• Knowing what will be covered on the test and to what extent
will help you to focus your study time in the most important
sources.

5. What is the emphasis on the various topics? If all of the lectures and
text reading are to be covered, which topics are most impo rtant?
• Budget your study time accordingly. Learn the most important
sections first
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For Test Day
1. Be early to avoid feeling rushed (Churchill, 1989) and to have time

to get comfortable (Kesselman-Turkel & Peterson, 1981).

2. Make sure your body is well rested and nourished. An empty
stomach can be very distracting (Churchill, 1989).

3. Bring needed materials:

J

D Pencils

D Sweater

D Pens

D Watch

D Paper

D Textbooks

4. Listen to all oral directions. The teacher may add more to the
written directions (Churchill, 1989).

5. Read all written directions before beginning the test (Churchill,
1989).

6. Ask for clarification of any directions you do not understand
(Harris, date not available).

7. Read every test question before beginning, jotting down notes about

)

answers as you go along (Harris, date not available).
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8. Answer the questions you know first (Churchill). It is not necessary
to complete the test questions in order.

9. Budget your time, keeping in mind how many points each item is
worth (Kesselman-Turkel & Peterson, 1981).

10. Take an educated guess, looking for clues in the question or
previous question (Churchill, 1989).

11. Before you tum in the test, double check to see that you've
answered all the questions (Kesselman-Turkel & Peterson, 1981).
)

12. Check to make sure that your name is on every page of the test
(Kesselman-Turkel & Peterson, 1981).
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Tips For Combating Test Panic
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

General Advice:
1. Sleep. Get a good night's rest
2. Diet Eat breakfast or lunch. This may help calm your nervous

stomach and give you energy.
3. Exercise. Nothing reduces stress more than exercise. An hour or
two before an examination, stop studying and go workout. Go
swimming, jogging, cycling, or do aerobics.

Before the Examination:
4. Allow yourself enough time to get to the test without hurrying.
5. Don't swap questions at the door. Hearing anything you don't know
may weaken your confidence and send you into a state of anxiety.
6. Leave your books at home, unless the test is open-book. Flipping
pages at the last minute may only upset you. If you must take
something, take a brief outline that you know well

During the Examination:
7. Take a watch with you, as well as extra pencils, pens and paper.
8. Answer the easy questions first This will relax you and help build
your confidence, plus give you some assured points.
9. Sit apart from your classmates to reduce being distracted by their
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movements.
10. Don't panic if others are writing and you aren't. Your thinking may
be more profitable than their writing.
11. Don't be upset if others finish their tests before you do. Use as
much time as you are allowed. Students who leave early don't always
get the highest grades.
12. If you still feel nervous during the test, try this: inhale deeply,
close your eyes, hold, than exhale slowly. Repeat as needed

\
I
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Essay Test Taking
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Preparation

Essay exams require recall learning. Carefully figure out the major
content areas to learn. If you are not caught up, this is not a time to
read everything in a frantic manner. Focus on the key source for the
test notes or textbook, or whatever you think will be most heavily
covered on the test It's better to understand and know a few things
very well than to have a large quantity of unorganized, poorly-learned
material. These suggestions may help:

O List all topics sure to be a part of the test List important subtopics
for each.
O Skim all the materials to be covered, checking those to be more
intensively studied
O Write down all the key topics covered in class and in your reading
up until the test date.
O Read or reread all materials not understood; use a specific purpose
when reading.
O Develop a pool of information for each topic. Answering words like
11

)

who, 11 11 what, 11 "where located," "how works, 11 11 key characteristics, 11

"cause-effect," and 11 examples11 for each topic will help to cover the
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critical information.
Taking the Essay Test

o

Read all the directions and questions.

O Nate the number of items, point distribution, range of difficulty,
and time available.
O Jot down any immediate answers that come to your mind - lists,
outlines, etc. Jot down any other key information you might forget
O Analyze the test question and divide it into its main parts and subparts.
O From the parts quickly construct a rough outline.
O Note the instructional words included in the question, e.g.,
compare or contrast.

o

Use the outline as a 11 map11 to answer the essay question. If you don1t

have time to finish the whole test, this outline may give you some
points. More importantly, the outline helps you to stay focused
O Make your answer as specific as possible.
O If you know the answer, write only what you are asked.
O Avoid generalities.
O Use part of the test question in your test answer at the beginning of
the paragraph. This signals to the reader that you are answering this
part of the essay herel This will earn you points.
O Include an introductory statement at the beginning and a summary
paragraph at the end.
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Objective Test Taking
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Objective exams include true-false, fill-in-the-blank, matching, and
multiple choice questions. The word objective refers to the scoring
and indicates there is only one correct answer. Objective tests rely
heavily on your skill to read quickly and to reason out the answer.

Preparation:
Most objective exams call for recognition learning. In other words, the
right or 11 best'1 answer is given, but you must be able to recognize it
Try to learn if the items will be general or specific. General questions
will require a more thorough learning than specific questions. Either
way, you will probably need to spend much of your time on memory
work.

General Suggestions: Read the directions for the whole test and each
subsection.
O Note the number of items and figure out how much time you
have to answer each one.
O Are there penalties for guessing? If not, then guess when you
don't know the answer.
O Answer the easy items first to get the maximum number of
points.
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O Change your answer only if you have reason to do so; research
indicates that in 3 out of 4 times your first choice was probably
correct.

o

Return to questions you couldn't answer initially and try them

again
O Don't waste time reviewing answers of which you are
confident are correct.
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)

Specific Objective Tests
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

True-False:

O If there is more than one fact to the statement, check corrections
of each part If one part is false, the item is wrong unless there is a
qualifying word such as 11 usually1 or 11 sometimes11 •
O Words like always and never tend to indicate that the statement is
false, especially if you can think of an exception Always and never are
absolutes; true absolutes are rare.
O When the statement is given negatively, state the item without the
11

no11 or 11 not' 1 and see if it is true or false. If now the statement reads

11

true, 11 mark it false.

Matching:

O Find out if each item is used only once or if some are used more
than one once.
O Check off the answers you have used already.
O Analyze the choices to see if any parts of the term or word you
know will then allow you to associate it with the right answer.
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Fill-in-the-Blank:

D Check the number of lines per answer to see if they indicate the
number of letters or words.

o

If you can't remember the exact word, write something related or

an explanation.
D Use appropriate endings to fit the statement/question.

Multiple-Choice:

D If the question is long and complex, underline the subject and verb
to help you.
D Read the question and answer it in your mind; then look for the
matching answer.
D Read all the alternatives, saying 11 probable11 or 11 not probable" before
making a decision.
D Ask yourself if you are dealing with a fact or the understanding of
some fact
D If a question is in the negative; for example, 11 one of the following is
not a cause,11 look for three true answers and the one remaining false
answer will be correct one to mark.
D Nate appropriate grammatical structure from the question to the
altemati ve.
D

General statements are more likely to be correct than specific
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statements, especially if you can think of one exception.
O In questions that have complex alternatives involving more than
one right answer, mark each item as true or false. When you finish all
the alternatives, you will have the answer.
O Check the answer sheet with the question sheet to make sure the
numbering corresponds.

\I
/
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Strategies to Use With Questions
You Cannot Answer Immediately
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

1. Translate the questions into your own words.

2. Read each option carefully.
3. Use a strategy:
O Attack unfamiliar words by sounding them out, by breaking
them into familiar parts with meanings you know, by looking at the
surrounding words and sentences for clues to the meaning of the
word.
O Use your general knowledge. Ask yourself, 11 What do I already
know about - - - - ---11 ?

o

Anticipate the answer and look for the one most like what you

expect. Be flexible. You may not always find exactly the choice you are
looking for. Then, you must choose the best of the options available.
O Use logical reasoning. For each possible answer, ask yourself,
11

What would happen if ... 11 ?
O Use process of elimination with multiple choice questions for

which more than one option is correct.

a

Pick out the options you are sure are correct.

O Pick out the options you are sure are incorrect.

a Rule out all answers which contain wrong options.
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D Rule out all answers which omit options you are sure of.
D Select the best remaining answer.
D If you guess at an answer, check your guess against what you
already know and against what your logical reasoning tells you.

I

I
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Proofreading Your Work
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Proofreading is not an innate ability; it is an acquired skill. The
following exercises will help you master it, or at any rate will impress
you with how difficult it is.

Hints for successful proofreading:

o

Cultivate a healthy sense of doubt. If there are types of errors

you know you tend to make, double-check for those.
O Read very slowly.
O Read what is actually on the page, not what you think is there.
(This is the most difficult sub-skill to acquire, particularly if
you wrote what you are reading).
O Proofread more than once.

Most errors in written work are made unconsciously. There are two
sources of unconscious errors:
O Faulty information from the kinesthetic memory. If you have
always misspelled a word like accommodate11 , you will
unthinkingly misspell it again.
O A split second of inattention. The mind works far faster than
the pen or pencil.

)
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Professional editors proofread as many as ten times. Publishing houses
hire teams of readers to work in pairs, out loud, and still errors occur.

Remember that it is twice as hard to detect mistakes in your own
work as in someone else sl
1
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Post-test Analysis
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Sometimes you can get valuable study clues for up-coming tests by
examining old tests you have already taken This method works best if
the teacher gives many examinations. Obviously it won't work on the
first test This method is based on the premise that people tend to be
consistent Here's what you do:

1. Gather all your notes, texts, and test answer sheets and look over

the test that was previously given in your class.
2. As you look over the test, answer two basic questions:
(A) "Where did this test come from? 11
Did the test come mostly from lecture notes, the textbook, or
the homework? Did your teacher lecture hard on Chapter 4 and
then test hard on Chapter 4? Does s/he like lots of little
specifics, or just test on broad, general areas?

(B) "What kinds of questions were asked?"
Were there factual questions, application questions, definition
questions? If factual, then know names, dates, places; if
application, then study theory; if definitions, then be familiar
with terms.
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For example, one student discovered that her teacher made up exams
by selecting only the major paragraphs in the chapter and then using
the topic sentence of each paragraph as the exam question. It was
then a simple matter to study for the forthcoming examinations. This
knowledge came only after carefully examining the old tests.

J
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Note Taking
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Listening Tips
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Listening might be defined as hearing and understanding what
someone is saying. Each letter of the word 11 LISTEN 11 will guide you
toward becoming a better listener.

L - LOOK - Instructors are generally consistent in their order of
presentation as well as in what they present The lecture usually has
five main parts:

1.

introduction: the opening statements;

2.

thesis statement the topic to be covered;

3.

body: information to be learned about the topic;

4.

summary: what the instructor covered that day;

5.

irrelevancies: filler or off-the-topic material

In addition, there is usually a structure to the 11 body1 materiaL such as
sequential in a chronological pattern. Your understanding from
listening will improve if you can see the order and consistency in the
lecture and anticipate the next topics or words.

I - IDENTIFY - Identify why what the instructor is saying is important
to you.

p-50
D You need a reason for wanting to listen or you will be

unmotivated during the lecture. Do you want to learn the content?
What part of it?
D Usually you will do well only when you intend to put effort and

skill into the task.
D To be interested in the lecture and to understand its content

are your responsibilities. It's up to you to get what you want

S - SET UP - Set up your situation to maximize the possibility of
hearing and staying in touch with the lecture. Your eyes, ears, and
brain are parts of your listening apparatus. Take steps to insure the
operation of each.
D Be rested enough for your brain to function
D Maintain eye contact to keep listening.
D Block out the noise and distractions by sitting where you will

be least bothered: the front row.
D If you can't hear what is being said, by all means, move away

from the problem -- human or mechanical.

T - TUNE IN - Learn to increase your attention span by timing just
how long you can last before you think of something else.
D Write down the distracting thought and then set a goal a few

minutes longer for the next 111istening span 11
D When your mind does wander, write down the thought and
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set a time when you will deal with it
O Remember the brain works approximately four times faster
then you can talk so there is time for the mind to roam if you
don1t have a plan
O Knowing how the teacher stresses important content will
help to keep tuned in.
O What words, what visual or postural cues tell you that this
information is important?

E - EXAMINE - Examine the context to determine the main points.
O Action verbs and content nouns will help you to focus.
O Not all the content given in the lecture is needed.
O Check your calendar and text or ask your teacher before so
that you will know what topics will be covered each day.
O By skimming the assignment in advance you can get a feel for
the facts as opposed to the main points. This will keep your ear
tuned to hear the important rather than the trivial
O Use questions or phrases such as 11 Let's see if I understand
you11 or 11 Is this what you mean? 11 to make sure you1re on the right
track.
O When you know what you have to add later, how much is
repeated and how the key content is handled, you can listen for
the main points more easily.

)

O A few days of careful editing of notes will also get you geared
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to know what to listen for.
O When in doubt, check with the teacher or the teaching
assistant.

N - NOTES - Taking notes while you listen will improve your
concentration.
O The very act of taking notes may help you stay tuned in.
O Even if the material sounds familiar, write down a word or
two to remind you the topic was covered and to keep you
listening.
O Once you are listening, think about how to write down the
content you want
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Guides to Effective Listening
(Wise & Marcum, 1988)

1. Overcome distractions; tune into the speaker instead of your

surroundings.
1
2. Evaluate the content of the lecture, and not the delivery. D0n t be

concerned with how it is said, but with what is said
3. Listen for main ideas or major concepts. Supporting facts and
details are worthless without the main idea.
4. Avoid panic. If the speaker is going too fast, get what you can at the
break, or share notes with another student.
5. Avoid emotional reactions to the lecture. Keep an open mind;
understanding the lecture doesn't have to mean you agree with it.
6. Challenge yourself to effective listening. Each day try to improve
your skills.
7. Relate the lecture information to your areas of interest.
8. Anticipate where the speaker is headed. Remember, you can think
four times faster than the speaker can speak
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Listening and Note-taking
(Laverdiere, S. 1996)

O Try being a positive, active listener.
O How? Sit down front and do not read or talk. Pay particular
attention during the second 20 minutes (when you tend to lose it) and
to the last minutes when a summary might be given or conclusions
drawn.
O Come to class with an interest in the material and with
questions to be answered You can develop these by thinking about and
anticipating the lecture and by pre-reading the text

O Try getting accurate notes, with special attention to the main ideas.
O How? There may be an overhead; if so, get that material
down. In addition, look for points of emphasis from the teacher's
verbal language, body language, or careful reading of his notes. If you
still feel you're missing the main points, try showing your notes to a
classmate or to the teacher.

o

Try leaving lots of space between ideas.
O Why? Because you want lots of room to continue to add notes

in your own words; this will help you learn the material on a deeper
level by integrating it with what you already know. Also, the extra
space will make it easier for you to find material when you are
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studying.

O Try going over new notes--10 minutes for each class--within 24
hours.

o

Why? Because you lose 50 - 80% of the material if you don t.
1

O Try setting your notes up so you can study effectively from them.

o

How? Leave wide left margins; here you will write questions

from which to study your notes. Leave the back of the page blank, so
you can folq. the page, cover the notes, and answer the questions when
studying.

\

)
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Reasons for Taking N ates
(Wise & Marcum, 1988)

1. Note taking helps you to retain information and pass tests. The

average person retains only 50% of what s/he has heard. After 24
hours, s/he will retain even less. Fifty percent on a test is an Fl

2. Note taking allows you to use all modalities. You will retain more if

you use all of your modalities. You should write it as well as seeing and
hearing it

3. Lecture notes can fill in gaps that you may have had when you read

or surveyed the assigned readings.

4. Lectures are an important way for you to learn more about your

teacher. What is important to the teacher should be important to you
if you wish to pass the test

)
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Note Taking Suggestio ns
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Before Class:
O Review yesterdays notes and edit them. Think about what
may be presented today.
O Study todays lesson, text, or readings.
O Survey or preview the next lesson.

During Class -Actively participate:
O Do more listening, thinking, and less writing if you
understand the material
O Watch for verbal, visual, or postural clues which indicate main
points. Examples: voice inflections material on board,
repetitions, gestures.
O Ask questions or write them down for further clarification
when you disagree or are unsure.
O Sit in front of the classroom if you have difficulty
concentrating. Maintain eye contact with the teacher when
possible.
O Have a system of taking notes.

)
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After Class:
O Edit your notes as soon as possible -- the sooner you do so,
the less you will forget.
O Reorganize notes.
O number, label or underline to stress major and minor
points.
O take out repetitions or irrelevancies.
O add or clarify where needed
O code the margins with key topics.
O reduce notes.

o

Set up for review.
O write summary statements.
O turn major headings into questions to use in selective
reviewing.
O mark points you expect will be included on the test.
O write possible questions over the material given
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Lecture Note Taking
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

The Content of Lecture Material

Teachers have different ideas about what 11 leaming 11 in their lectures
should include. An introductory nature, getting a body of knowledge is
a chief aim. It is important that you try to define the instructors aim
since it will help you to focus on the material.

You should also try to recognize where the lecture content comes from
so that you can later check and clarify information. Some lecturers will
directly follow the course textbook while others will use material from
supplemental sources or personal experiences.

The Lecture Format

Most lectures include an introduction to get your attention, a thesis
statement to tell what the day's topic will be, a body of content about
the topic, a summary statement, and a certain number of irrelevancies.
The body of the content is generally organized around one of the
following formats:

o

Inductive - begins with a small fact, building upon that to a

major conclusion.
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O Deductive - starts with a major point and gradually defends
that point down to the smallest fact.
O Chronological - organized according to time, often earliest to
most recent.
O Spatial - uses diagrams, maps, or pictures to guide the
direction of the lecture.
O Logical - follows some sequence of events or steps in an
evolutionary manner.
O Topical - presents several content areas with no apparent
connection

Most instructors have a typical pattern which they follow in their
lectures. If you can recognize this pattern, you will be able to listen
and structure your notes more effectively. Both thinking and writing
will be more clearly organized.
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The Cornell System of Nate Taking
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

The Cornell system for taking notes is designed to save time but yet be
highly efficient. There is no rewriting or retyping of your notes. It is a
11

DO IT RIGHT IN THE FIRST PLACE" system.

O First Step - Preparation:
Use a large, loose-leaf notebook. Use only one side of the paper. (you
then can lay your notes out to see the direction of a lecture.) Draw a
vertical line 2 1/2 inches from the left side of you paper. This is the
recall column. Notes will be taken to the right of this margin. Later
key words or phrases can be written in the recall column.

O Second Step - During the lecture:
Record notes in paragraph form. Capture general ideas, not illustrative
ideas. Skip lines to show end of ideas or thoughts. Using abbreviations
will save time. Write legibly.

O Third Step - After the lecture:
Read through your notes and make them more legible if necessary.
Now use the column. Jot down ideas or key words which give you the
idea of the lecture. You will have to reread the lecturer's ideas and
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reflect in your own words. Cover up the right-hand portion of your
notes and recite the general ideas and concepts of the lecture. Overlap
your notes showing only recall columns and you have your review.

)
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Abbreviations
(Wise & Marcum, 1988)

When taking notes, it helps speed things along to have abbreviations
for frequently used words. It is fantastic for you to create your own
abbreviations, but make sure you have a key so that your notes are
decipherable at a later date!

Here are some abbreviations that you may want to use, or that might
get you thinking of some of your own:

w/o
ex.
b/4
b/c
ie
T

=
=
=
=
=
=

without

#

example

&

before

?

because

vs.

that is

etc

true

F

=
=
=
=
=
=

number
and
why or question
versus
and so on
false
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Key Phrases
(Wise & Marcum, 1988)

There are certain terms that should cue you to tune in and pay
attention. They may alert you that important information is
forthcoming, or indicate that the teacher is repeating information
which is valuable. Key phrases are essential indicators that the
teacher is imparting information that should be included in notes.

Some key phrases to listen for are:

1.

11

2.

11

This will be on the test. 11

There are several instances when this occurs ...11 followed by list

3. 11As noted before...11 (teacher feels this is important enough to
review)
Another point of view is... 11 (there is disagreement or controversy)

4.

11

5.

11

6.

11

An example of this concept is...11 (examples clarify concepts)
Inflation results from the following conditions...11 (key phrase 11 the

following 11 alerts you that a list will follow)
7.

11

In conclusion...11 ,

11

To summarize...",

11

In closing...11 , and 11 finally... 11

(indicate the teacher is completing a section)
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Organizin g and Reviewing Notes
(Wise & Marcum, 1988)

1. Use a notebook with dividers for each class.

2. Keep your notes in order from day to day.

3. Date your notes and use a separate piece of paper for each day.

4. Write on the top of the notes the class they were taken from This
will be helpful in the event that they are misplaced in the wrong
section of your notebook.

5. Rewrite and review your notes.

6. Briefly summarize in your mind what the lecture was about.
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Homework
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The Ideal Study Environment Quiz
(Fry, R. 1989)

How I receive information best
1. O Orally

O Visually

In the classroom, I should:
2. O Concentrate on taking notes O Concentrate on listening
O Sit in back

3. O Sit in front

O Sit near a window or door

Where I study best:
4. O At home

O In the Hbrary O Somewhere else

(where?)

When I study best:
5. O Every night; little on weekends

O Mainly on weekends

O Spread out over seven days
6. O In the morning

O In the evening

O In the afternoon

O After dinner

7. O Before dinner

How I study best
8. O Alone

O With a friend

9. O Under time pressure
10. O With music

O In a group

O Before I know I have to

O In front of TV

O In a quiet room
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11. O By organizing an entire night's studying before I begin
O Tackling and completing one subject at a time

I need to take a break:
12. O Every 30 minutes or so
O Every

Q Every hour

O Every 2 hours

hours

)

Go to the next page to see what this tells you.
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'Nhat this tells you!

1. Your preference of listening will help you in classroom situations

where lecture and discussion is being utilized. You may have to
concentrate extra hard when reading your textbooks. For the more
visual person, you may enjoy the textbook more than listening to a
lecture. Take excellent classroom notes to review later.

2. This will be similar to answer one; work on your weaker area and
learn to compensate for it.

3. There may be many reasons for your preference in seating. You
may have difficulty seeing or hearing from the back of the room.
Perhaps you may prefer sitting toward the back to concentrate on the
teacher. You may want to sit next to a window if you feel
claustrophobic.

4. This is where you get the most work done in the most efficient
manner.

5. This will help you organize your schedule when you create your
calendar for the week.
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6. Use this to schedule your study time, knowing that your preference
will help you get the most done in the least amount of time.

7. If you need food in your stomach when studying, a snack is a good
idea.

8. This may depend upon the type of studying.

9. Staying well organized is important so that if a surprise test or
assignment is given, you may not panic. The better organized you are,
the easier it is to combat the unexpected.

10. Knowing this will help you choose your location of studying.

11. Setting up a study schedule helps organize you. Sometimes it may
be your style to do something for a while, take a break and work on
another subject, and return to the other later.

12. Make sure you take a break if you need one, but watch the
duration of them. Try to increase your concentration if you find you
need breaks too frequently, and it is becoming hard to follow through
with studying.
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Controlling Your Study Environment
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

1. Set aside a fixed place for study and nothing but study. Do you have a

place for study you can call your own? As long as you are going to
study, you may as well use the best possible environment.
O Area should be reasonably quiet and relatively free of
distractions like radio, TV, and people, but that is not absolutely
necessary. Several surveys suggest that 80% of a student's study is
done in his own room, not in a library or study hall.
O A place where you are used to studying and to doing nothing
else is the best of all possible worlds. After a while, study becomes the
appropriate behavior in that particular environment.

2. Before you begin an assignment, write down on a sheet of paper the
time you expect to finish.
O Keep a record of your goal setting. This one step will not take
any time at all, but can be extremely effective. It may put just the
slightest bit of pressure on you, enough so that your study behavior will
become instantly more efficient.
O Keep the goal sheets as a record of your study efficiency.
O Try setting slightly higher goals in successive evenings. Don't
try to make fantastic increases in rate. Just increase the goal a bit at a
time.
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3. If your mind wanders, stand up and face away from your books.
O Don't sit at your desk staring into a book and mumbling about
your poor will power. If you do, your book soon becomes associated
with daydreaming and guilt.
O If you must daydream, and we all do it occasionally, get up
and turn around
O Don't leave the room, just stand by your desk, daydreaming
while you face away from your assignment The physical act of standing
up helps bring your thinking back to the job. Try it! You'll find that
soon just telling yourself, 11 I should stand up now, 11 will be enough to
get you back on the track.

4. Stop at the end of each page, and count 10 slowly when you are
reading. This is an idea that may increase your study time, and it will
be quite useful if you find you can't concentrate and your mind is
wandering. But remember, it is only useful if you can't concentrate -as a sort of emergency procedure.

5. Set aside a certain time to begin studying. Certain behavior usually is
habitual at certain times of the day.
O If you examine your day carefully, you'll find that you tend to
do certain things at predictable times.
O There may be changes from day to day, but, generally parts of
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your behavior are habitual and time controlled.
O If you would be honest with yourself, you d realize that time
1

controlled behavior is fairly easy to start.
O If you can make studying, or at least some of your studying
habitual, it will be a lot easier to start

6. Set small, short-range subgoals for yourself.
O Divide your assignment into subsections.
O Set a time when you will have finished the first page of the
assignment, etc.
O If you are doing math, set a time goal for the solution of each
problem.
O Divide your assignments into small units.
O Set time goals for each one.
O You will find that this is a way to increase your ability to study
without daydreaming.

7. Keep a reminder pad. Another trick that helps increase your ability
to concentrate is to keep pencil and paper by your notebook.
O If while you re studying you happen to think about something
1

that needs to be done, jot it down.
O Having written it down you can go back to studying.
O You'll know that if you look at the pad later, you will be
reminded of the things you have to do.
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When to Study
(Ellis, D. 1984)

O Find out how you use and misuse your time before making any
changes.

O Plan study time for every hour spent in class. There are
exceptions, but this is a good general rule.

O Study difficult ( or boring) subjects first If your math problems put
you to sleep, get to them first, while you are fresh. Most of us tend to
do what we like first. Save the subjects you enjoy for later.

o

Avoid scheduling marathon study sessions. When possible, study in

shorter sessions. Three three-hour sessions are far more productive
for most students than one nine-hour session.

O When you do study in long sessions, take a planned break every
hour. Work on several subjects and avoid studying similar subjects back
to back.

O Be aware of your best time of day. Many students learn best in
daylight hours. Observe yourself, and if this is true of you, schedule
study time for your most difficult subjects when the sun is up. The key
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point is to determine your best learning time.

O Use waiting time. Five minutes waiting time for the bus, 20
minutes waiting for the dentist, 20 minutes waiting for a ride -waiting time adds up fast. Have short study tasks ready to do during
these times. For example, carry 3X5 cards with equations, formulas or
definitions and pull them out anywhere.

O Keep a calendar for the semester. Keep track of all your
assignments, tests, and papers.

o

Make a weekly to-do list of important tasks and assignments that

you need to complete. Be sure to prioritize the list and to do the most
important tasks first.
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Time Management

and
Making the Most ofYour Study Time
(Wise & Marcum, 1988)

1. Study the most difficult subject first while you're fresh.

2. Study for short periods over a long period of time, rather than
trying to cram at the last minute.
3. Use a checklist for assignments you wish to complete. This will be
a reminder of what needs to be done, and is a wonderful reinforcer
when all of the items are checked off.
4. Reinforce yourself with relaxation periods. You will be more
effective if you break up your long study periods with short breaks.
5. Use your available free time for study, no matter how short Taking
ten minutes of your lunch period to review for a test over a few days
adds up.
6. Use the weekends for study time. Plan to use at least part of one
day during the weekend for studying.
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Tips for Setting up a Study Schedule
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

O Find a good place to study and organize it

o

Have all of the necessary study equipment available for quick access.

O Make your study periods fit the length of time you can concentrate
effectively. Plan for definite periods of study, rest and relaxation. A
short, active break (taking a 10-minute walk, for example) every hour
or so will keep you alert and relaxed
O Use a schedule to achieve your goals. Revise your schedule when
your goals change.
O Eliminate dead hours - odd bits of time in which little is
accomplished

o

List academic tasks according to priorities.

O Avoid making extremely detailed schedules. It usually just wastes
more time.
O Go to sleep each night and get up every morning about the same
time. You11l be more alert
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Schedules
(Wise & Marcum, 1988)

Why use a schedule?
1. Schedules make us aware of how 1ittle time is available for studying.

2. Schedules show us when there is time available for studying.
3. Schedules help organize our study time.

How to make a schedule:
1. Fill in all regular commitments: soccer from 3-5, piano Saturdays

from 10-11, and all of your school commitments.
2. Remember to leave time for things such as eating, sleeping, chores,
and time to get ready.
3. Include recreation time. If you have a TV show you watch Tuesdays
from 8-9, put that on your schedule.
4. Schedule study time. Write down exactly what time you plan to
study; this is a visual reminder for you.
5. Rework the schedule, making any changes needed, and writing in
red pen how you actually spent your time.
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'Illree Time Management Schedules
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

The Weekly Schedule

The Weekly Calendar gives you a perspective of what your day, week or
month usually looks like. By completing the Weekly Calendar, you can
prepare for tasks that are not part of your routine. It also tells you how
and on what you spend your time. The Weekly Calendar can guide you
through the quarter week by week.

To create a Weekly Schedule, it is most important that you record all
your obligations during a typical week. Do the following:

a

Write down your class schedule.

a

Every day of the week, show when you go to sleep and arise.

Get the sleep you need.
O Allow for lunch time and dinner. These are times you can use
to relax.
O List clubs, meetings, activities that you attend on a regular
basis - including weekends.

a

Plan to exercise three or four times a week. This is most

important for good studies.
O Allow for free-time on Friday or Saturday nights. Show any TV
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time.
O Schedule in any family activities you attend regularly.
O The remaining time could be study time. Use a hi-lighter to
mark blocks of time where you are willing to make a study
commitment.
O Follow the schedule for a week, and revise it as needed Make
the schedule fit your needs.

The Daily Schedule

Construct the Daily Schedule each evening just before bedtime. At this
point, you11l have a very good idea of how the next day will go. If you
wait until morning, you11l be too rushed to make a plan, and if you
don1t have a plan for the day, you1ll drift. There goes another day.

Refer to the Weekly Schedule just created. Use a small piece of paper
and be very specific about the task, study location, time, and duration.
Allow time for relaxation. Be realistic: are you really going to start
studying at 8:00 am on Saturday? Break up long periods of study with
brief, more pleasant activities. Plan to study when you are most alert.
Do more difficult studying first to get it out of the way. Example:

Wednesday
7:00 - 8:30 Get up. Breakfast. Catch bus by 8 am.
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8:30 - 9:25 Math
9:30 - 10:20 Language Arts
10:20 - 10:40 Recess
10:40 - 11:30 Science
11:30 - 12:05 Lunch
12:05 - 12:50 Social Studies
1:00 - 1:50 Music
1:55 - 2:50 Reading
3:00 - 4:00 Soccer
5:00 - 6:00 Dinner
6:30 - 6:45 Study Word Market flashcards with Mom
6:45 - 7: 15 Read Treasure Island, chapters 1 & 2
7: 15 - 7:25 Study Break! Eat small snack
7:25 - 7:55 Work math pgs. 224-226
8:00 - 9:00 Watch TV
9:00 - 9: 15 Write in journal for LA
9: 15 - 9:30 Get ready for bed
9:30

Go to bed

Notice how specific the study plans for the evening are. The tasks
themselves are arranged according to priority, and that's what makes
this sort of schedule work.

Another type of short-term schedule is called "Getting Caught Up."
Most of us at one time or another, have fallen behind in a subject The
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catch-up schedule shows how to handle this:
O List all the tasks which need to be done to stay caught up.
O Label the amount of time needed for each and its priority.
O Select some tasks off each list, catch-up and current. These
will be used to make up your weekly target list Be sure to
include all high priority tasks.
O Re-evaluate. Eliminate some tasks, postpone others, or scale
down what you plan to do.

The Master Calendar

The Master Calendar is a schedule constructed at the beginning of the
quarter and completed as the quarter progresses. It records important
events such as tests, papers, projects, concerts, three-day weekends,
etc. Because these events can jolt your routine, prepare for them in
advance.

The Master Calendar gives a total picture of the quarter and helps you
pace your energy accordingly. At the same time, the Master Calendar
can be used to guide you through the quarter. Consider altering your
Master Calendar by:
O Adding on completion times of assignments, projects and
tests and see how these big tasks can be subdivided throughout
the quarter.
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O Color coding important tasks in red Circle those activities
which can be postponed when the pressure is on.
O Adding in due dates for academic activities during the
quarter. Example: planning to write a paper. Set one date for
completing research, another date for rough draft completion,
and a third date for the completed paper.
O Stick to your start-up dates.
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Study Distractions Analysis
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

Concentration is the number one problem for many students.
Frequently, the problem is one of finding a place to study where there
are no external distractions. External distractions are those that
originate outside the body. Telephone calls, visitors, and noises are
examples. Concentration may be difficult when there are too many
such distractions present This checklist will help you analyze
distractions in the places you study.

List the three places where you usually study in the order you use
them most

A _ _ _ _ _ _ _ _ _ _ __

B _ _ _ _ _ _ _ _ _ _ __

c ____________

Now record your total of true (T) and false (F) responses to the
statements below for EACH of the three places you usually study.

O Other people often interrupt me when I study here.
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O Much of what I can see here reminds me of things that don t
1

have anything to do with studying.
O I can often hear radio or TV when I study here.
O I can often hear the phone ringing when I study here.

o

I think I take too many breaks when I study here.

O I seem to be especially bothered by distractions here.
O I usually don1t study here at regular times each week.
O My breaks tend to be too long when I study here.
O I tend to start conversations with people when I study here.
O I spend time on the phone here that I should be using for
study.
O There are many things here that don1t have anything to do
with study or school work.
O Temperature conditions here are not very good for studying.
O The chair, table, and lighting arrangements here are not very
helpful for studying.
O When I study here I am often distracted by certain
individuals.
O I don 1t enjoy studying here.

The location which has the most 11 false 11 responses may be the least
distracting place to study. Try to plan your day so that you do as much
of your work as you can there.
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Concentration During Homework Time
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

1. Set aside a place for study and study only!

O Find a specific place (or places) that you can use for studying.
O Make a place specific to studying. You are trying to build a
habit of studying when you are in this place. So, don't use your
study space for bull sessions, writing letters, daydreaming, etc.

2. Insure that your study area has the following:
O good lighting

J

O ventilation

o

a comfortable chair, but not too comfortable (you don't want

to wake up next Tuesday).
O a flat surface large enough to spread out your materials.

3. Insure that your study area does not have the following:
O a good view
O a telephone
O a loud stereo
O a 27-inch color TV
O a sociable family member or friend
O a refrigerator stocked with scrumptious goodies

)
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4. Divide your work into smalL short-range subgoals.
D D0n1t set a goal as vague and large as ... 111 am going to spend

all day Saturday studyingl 11 You will only set yourself up for failure
and discouragement.
D Take the time block that you have scheduled for study and set

a reachable study goal (for example: finish reading 3 sections of
chapter seven in my Reading text, complete one math problem,
or write the rough draft of the introduction to my English paper,
etc.)
D Set your goal when you sit down to study but before you begin

to work.
D Set a goal that you can reach. You may, in fact, do more than

your goal but set a reasonable goal even if it seems too easy.

)
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Time Management Strategies
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

There are some basic factors that all schedules need in order for them
to be realistic and effective:

1. Prioritize:

O Write down all your tasks.
O Sort them into three groups: l's, 2 1s, and 3's. The l's are
essential: do them first The lower level priorities can usually
wait
2. Work Time:

O Decide how much time the task requires, and how much
energy.

o

You may wish to include the task's priority level to help make

this decision
3. Relax:
O Regularly plan time to relax and get it together.
O This time may range in units of 10 minutes to whole days
according to your needs.
O You've earned this time off.
4. Exercise:
O Exercise is essential for superior academic performance.
O Your brain won't function well if your body is tired
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O Stress reduces performance.
O Work-out regularly.

5. Flexibility:
O Allow extra time for UnForeseen Obstacles (UFO's) that are

bound to arise.
O Something almost always comes up to derail your efforts.

Allow for it
6. Floating tasks:
O Floating tasks can be done anywhere, anytime.
O Carry around a book that you need to read, some cards to
review, a letter that you need to write.

Compromise - Sometimes drastic change isn't necessary. Leaming to
compromise can make your life more effective. Try the following
suggestions:

1. Re-prioritize:

O Change the importance of various tasks.
O Reconsider the number of hours of work you're willing to
spend per week, the number of hours you want with the family,
and the number of hours for yourself. Are you trying to do too
much?
2. Postpone:
O Determine the priority of each activity or task and postpone
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lower level tasks.
3. Speed up:
O Sacrifice excellence for expediency. Get it done!
4. Give up:
O Drop the activity all together.
O There is nothing wrong with accepting your limitations and
giving up. Strengthen your skills in one area and then try the
activity again. You cannot do everything at all times!
5. Do it Differently:
O Look at anything you do and ask,
O

Is there another way I can do this?"

11

O 11 Why am I doing this job this way? 11
O

11

Why am I walking in this direction?"

O 11Why is this room arranged this way? 11
O

11

Is there a place where I seem to work more

effecti vely?11
O You may wish to subdivide tasks differently.
O Leave a certain task out
O Spread the task out over different lengths of time.
O Cut back on certain sub-tasks and concentrate on others.
O Whatever you may choose, doing it differently often helps to
do a task more effectively.
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Time Saving Tips
(UNIVERSITY COUNSELING CENTER, Virginia Tech, 1996)

O Don't waste time feeling guilty about what you didn't do. It's gone
now; move ahead
O Try to find a new technique each day that you can use to help gain
time.
O Eat a complete lunch so that you have enough energy for the
afternoon
O Examine old habits for possible elimination or streamlining.
O Carry blank 3x5 index cards in your pocket to jot down notes and
ideas.
O Plan activities first thing in the morning and set priorities for the

day.
O Keep a list of specific items to be done each day, arrange them in
priority order, and then do your best to get the important ones done
as soon as possible.
O Give yourself time off and special rewards when you complete the
important tasks.
O Give yourself enough time to concentrate on high priority items.
O Concentrate on one task at a time.
O Keep pushing and be persistent when you sense you can be a
winner.
O Train yourself to go down your "To Do List'' without skipping over
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the difficult items.
O Set deadlines for yourself and others.
O Find a place for everything so you waste as little time as possible
looking for things.
O Frequently ask yourself: 11What is the best use of my time right
now? 11

o

Do 100%. See your work through to completion.
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Seven Day Procrastination Plan
(Ellis, D. 1984)

These are 7 strategies you can use to eliminate procrastination. The
suggestions are tied to the days of the week to help you recall.

O On Monday, Make it Meaningful
Why is that job important? If you have been putting off
something, take a minute to list all the benefits of completing the task.
Write down the task you have been avoiding, then below it, write your
reason for doing it

O On Tuesday, Take it apart.
Break big jobs into smalL manageable parts. Then be determined
to complete one of those tasks. Make each task something you can
accomplish in 15 minutes or less.

O On Wednesday, Write an intention statement.
Use an intention statement in conjunction with a small task you
have created Write your statement on 3X5 card, and carry it with you
or post it in your study area where you can see it often

O On Thursday, Tell everyone.
Announce your intention publicly. Tell a friend, a teacher, your

p-94

parents. Telling the world of your intention is an excellent technique
to ensure its completion. Make the world your support group.

D On Friday, Find a reward

Rewards can be difficult to construct. A reward must be
something that you would genuinely withhold from yourself if you did
not earn it. Don't pick a movie as a reward if you plan to go to anyway.
You may find that movies, clothes, or an extra hour studying one of
your favorite subjects are more enjoyable when you feel like you've
earned it.

D On Saturday, Settle it, now.

Do it now. The minute you notice yourself procrastinating,
plunge into the task.

D On Sunday, Say no.

Just say, 11 Nol 11 When you notice yourself continually pushing a
task into the low-priority category, re-examine the purpose for doing
it at all. If you realize that you really don't intend to do something, quit
telling yourself that you will. That's procrastinating. Tell the truth and
drop it.
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Organization of Materials
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Study Area and Supply Box
(Dymkoski, 1995)

Having access to the following area and materials may aid the
student in having more success with homework. Being able to locate
materials needed for studying is very important, because it means that
your time is not being wasted by searching for pencils, paper, and
reinforcers. Having one place to study helps keep you focused and
ready to go!

StudyArea includes (but need not be limited to) the following:
O area free from noise
O area free from distractions
O flat area in which to work
O plenty of light
O safe area in which to keep school work

o

11

halfway box 11

Study Box includes (but need not be limited to) the following:
O 5 pencils

O ruler

O timer

O 5 pens

O scissors

O dictionary

O marking pens

O clear tape

O paper punch

O 200 sheets of lined paper
O glue or glue stick

O reinforcers

O eraser
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The Half-way Box
(Buer, 1995)

The half-way box is a system used at home to put schoolwork
that is half-way between school and the garbage. This would be work
that you may need sometime, perhaps you are not sure, and you re not
1

ready to get rid of it yet.

To build a half-way box, you need a paper sized cardboard box,
and hanging file folders. The file folders should be labeled according
to each class you are taking. This will really help you further down the
road when you decide that you did indeed need your paper on the life
span of the elephant. You need not dig into a pile of crumpled papers,
because it is neatly filed under 11 Science.11

Your teacher can be of great help in what goes into the half-way
box, and what goes into the garbage can. Ask periodically whether you
need to keep certain drafts of your writing. Make sure if something is
returned to you without a marking at the top, that it has been entered
into the grade book

Other students who have had the same teacher may also be of
some assistance to you Perhaps this teacher gives the same kind of

p-98

tests every week. You would surely want to keep copies of previous
tests, because knowing the format of a test helps foster success.

Eventually you will tackle the task of cleaning out the half-way
box. Be sure you consult your sources to see that you really need
nothing that goes into the garbaget
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Notebook Organization
(Dymkoski, 1995)

When starting middle school, it is important to be able to
organize the materials needed for up to seven different classes,
classrooms, and teachers. One way to be well prepared, organized,
and ready for success in the classroom, is to have a complete
notebook.

Your notebook should be a three ring binder, thick enough and
sturdy enough to handle the papers for up to seven different classes.
An alternative to this is to have a couple of different notebooks for sets
of classes. For instance, you may have a notebook for periods 1-3, and
another for 4-7.

Your three ring binder should contain the following:

O Notebook dividers labeled with each class
O Pen/pencil pouch to keep loose items such as:
O Many pens and pencils
O Erasers
O White-out
O Reinforcers to mend ripped holes in paper
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O An assignment calendar
O Extra paper
O All necessary assignments, filed under the correct class

Your notebook is your organizational file system at school You
11
should clean it out at least once a week, utilizing a 11 halfway box at

home.
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Locker Organization

This may be the first time you have ever had access to a locker. It is
an exciting responsibility. There are a few things to remember to
really take advantage of your locker.

1. Keep your locker organized. This is not like your room at home.

You will be called upon to access materials quickly and efficiently. You
have a limited amount of time between classes to grab what you need;
be able to find everything quickly.

2. Color-code your materials. You may have a blue binder for the first
half of your day, and all of your books that correspond with those
periods are covered in some shade of blue. This will help you grab
what you need for class, and for after school homework.

3. Have a list of what you need to take home at the end of the day.
Buses can leave very quickly, and it may be long walk home for you
because you are still standing at your locker trying to decide what you
need for homework. It is also a terrible feeling to open your book bag
at 7:00 pm only to find that your science book is still in your locker.

4. Be sure to cover your books. Book covers made from grocery sacks
)
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are sturdy, fun to decorate, and save the cover of your book. You are
charged for any damage that occurred after you were issued the book.

5. Learn your combination by practicing during non-pressure times.
The time you are late to class will be the time you forget your
combination, or which way to turn the dial

CHAPTER 5
Summary, Conclusions, Recommendations
It is clear that students benefit from study skills education and
practice. Students that have study skills infused into the regular
curriculum are more prepared to deal with such things as tests, text
reading, and organization of their materials. Students transitioning
from elementary to middle school are facing new challenges which
make organization even more difficult These students will be meeting
new teachers, having lockers for the first time, and be required to
juggle activities from up to seven different classes. Study skills only
serve as an aid in easing their transition, and providing the tools
needed for continued success in school and work.
This project was developed to aid teachers in supplementing the
regular curriculum with study skills education Many sources were
pooled together to form one cohesive handbook that could easily be
located and used in the classroom Within the handbook are
checklists, hints, tips and quizzes which help the student determine
the best time, place and way to study. Special consideration is given
to students transitioning into middle school They have possibly never
had to deal with a locker, or organized their notebook around seven
different classes.
It is recommended that this project be used as a guide to follow
when teaching study skills to students in the classroom. It contains
information for students when they read for information, take tests or

)
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notes, do their homework, and organize their materials. The Study
Skills Handbook has never been utilized as a teaching tool in the
classroom Its planned implementation is the 1996-1997 school year.
Modifications and suggestions are therefore welcome and encouraged.
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APPENDIX A

Professionals currently in the field of education were
interviewed for the sake of this project The following letter was
utilized to inquire of teachers which study skills they found imperative
for success in their classroom The letter was sent to the sixth grade
teachers at Islander Middle School, Mercer Island, Washington. Their
responses were used as citations of personal communication within
the review of related literature.
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February 11, 1996

Islander Middle School
8225 Southeas t 72nd
Mercer Island, Washing ton 98040

Dear Colleague,
As I write, I am over half way through my third quarter as a
graduate student. It has been a fantastic year, and I am excited to be
out in the field this Septemb er to put my newly acquired knowledg e to
work for the educatio n of children! I hope the year has been as
terrific for you.
The reason I write to you now is that I could use your help. I
have decided to complete my Master's Project on a compreh ensive
study skills curriculu m for students transitio ning from elementa ry to
middle or junior high school. To do this, I would like to ask you to
write down some ideas about which study skills you think of as vital to
any successfu l student in your classes. My research is well under way
for this project, and I look forward to including your input. There is
nothing more valuable than first hand informat ion about what is

30
needed for success in the classroom
Thank you so much for taking the time to do this for me.
Enclosed you will find a self-addressed, stamped envelope for your
convenience. I look forward to hearing from you shortly.

Sincerely yours,

Kristina E. Riggs
)
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